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CHAPTER I

INTRODUCTION
It has often been said that before you can figure out

how to get somewhere, you hsve to Kknow where you want

to go. Finding the road to success first requires that

you define what success means to you.

The word success has different meanings for each onasof
us. For some, it means having a good job, getting mar-
ried, a car, a house, two kids and a dog. For others,
success means just being happy. The definition of suc-
cess we each have, has been influenced by society, our
family and friends, and the values in which we believe.
At different stages of our lives, this definition often
changes. But no matter vhat your definition, success

reflects the achiovenent of a goal.

In our lives there are many types of goals which we set.
Some are person2} goals like improving your health, win-
ning a race or raising a family. Others are career
goals such as getting a degree, earning a good salary or
becoming president of & company. Goals are boih short
terned and long termed. Though your short tera goal may
be to find 2 job in your field, your long term goal may
be to someday have your own business. MHow successful
you feel by achieving a particular goal usually depends
on how important the goal is to you.
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Achieving some of the goals in Your life often sffects
the pursuit of other gosls you may have. For example,
one of your goals may be to live In anather part of the
vorlid. But moving there may make it difficult for you
to find wvork in your career field, which is anotner one
of your goals. In situations like this, people often
decide which goal is more important to them and then
adjust their goals. Achieving success in your career
goals is very much like this situation.

The way you define success |n your career .11 affect
your achievement of success in your personal life. For
example, your career will affect where you live, your
lifestyle, how much leisure time you have, the things
you can afford to buy. and the types of pressures you
will have to deal with. Your career will be one of the

most influential factors in your life.

A job is part of & career. A career may include many
jobs. But a career does not only include jobs. It also
includes your education., the skills you develop, the
contacts you make with people in your profession, and
understanding what it means to be‘c professlona) in your
field. A successful career is achieved by being success-
ful in all of these areas. A successful life is achieved

by getting where you wanted to go.



YOUR CAMEER JOURNEY

In plénning your career jorrney, there are many peints
to remember, First there is no perfect jourmey. Ve all
fnce'/thc sene challenges, suca 4s establishing career
goals, obtaining a job offer, ana dealing with undesir.

able or unpleasant aspects of a job (such as working for
4 poor manager, dealing with office politics, encounter-

ing prejudice on the job, and so forth),

Second, you must learn to be proactive rather than
reactive. This means you muit anticipite your next

move, rather than depend on circumstances to dictate it.
If you cannot adjust to or change things in your work

environment, you sust develop a plan to move you" career

forvard. Often, this involves changing companies,

Carecer paths have undergone major changes in the past
fev years. The treditionel approach usually involved an
individual’s working for himself or staying with one
employer wuntil retirement. Today, however, Aserican
society and the world of work are constantly changing.
Eaployment opportunities are in & continuous state of
transition, Minority grovps are experiencing more
opportunities to move into management. Norc day-care
centers enadble women with children to hold full-time
jobs, A greater number of adults are returning to
school to learn new skills, keep up with changing tech-

nology. and enhance their promotability.

| .-
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Finally, the ides of jab securlty is 3 thing of the
past. More than ever, companies are acquiring other
conpanies, merging, or going out of business. This
signals Jayoffs, transters, and terminations, glving

rise to the contemporary career paih,

Yov should plan your carser journey by establishing
series of goals throughout your life. Career goals
should be two to ten years in scope and should be reviewsd
regularly. One examplc is illustrated as follows:

~ Planning your career goals

1. sawwm.mmm
give you a good education,

3 wmmmmmm

4. Selecta career or luyu;pucuaunda
n another Bve years. g
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HOU 00 YOU GEY VYHEREY - PLANNING THE ROAD

Every career field has different requirements for achievs
Ing success. Some require high levels of eduzation and
strong technical skills while others are more dependent
on one's persomality, As mentjoned above, 2 career
includes your jobs and education, the skills you develcp,
the contacts you make with people in your profassion and
understanding waat it means to be a professional in your
fiald, Mow far you pursuve each of these areas affects
how far you car go in your career. for example, though
an Associate degree n3y be all you need to get an entry
level job in your field, will it be enough to help your

Carver advsnce?

The road to achieving success in these areas is often
left to chance. People hope they will choose the rignt
major, meet the right people, and s5ay the right things
during as interview. Hope is not enough, Achijeving
your personal and career goals reguires planning anc

hard wvork.

GATHERING INFORNATION

Throughout our lives we are bombarded with opiaions as
to how we can achieve our life goals. Parents, rela-
tives, teachers, counselors, friends, and the media all
give us their opinions on how to achieve success. Their
opinions, like our own, are usually bdased on their
experiences and on {nforaation that they have come to
believe is true. 8y dlindly accepting opinions, you run
k of bgl&g»nl;qu. The informstion you use to



Plan a career should result frum csrefsl resesech rsther
than from a collection of opiniona.

ceresr field. Through the resdings, assignsents and cless
discusslions, you will gather information which will help
you plan a possible path for your career.
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CHAPYER 11

SELF ASSESSNENT: paRY |

Think about Mow much time you'll bde iavesting in
carcer., On the average you'll be working 40 nowrs a
week, 50 weeks a year - that's 2,000 hours & year., If
you work 10 gyears it's 20,000 - 1§ years it's 30,000
hours.  Doesn't it seem wortAwhile to spend some time

gotermining which career you are best swited for, bdefore
making 3 2,000 nour commitmont?

Career planning is a process through which you acquire
knowiedge adout yourseif-your interests, values, skilis
and neeod:r, Then you wuse this self-knowledge to mike
Career plans and set goals. Carefyl career planning and
the selection of the most appropriate profession can
ensure salisfaction and high achievement during your
Career. It will also orovide excelleat preparation for
your jod search campaign and improve your qQualities a5 a

candigate,

Self-assessment is a vital part of the career pliamning
process. The more kaowledge you have dout yourselr,
the more likely you are to make appropriate career
choices and decisions., To begin gathering this informs-
dtion, you must take a realistic inventory of your
skills, strengths, interests, and even your weaknesses.
Self-assessment involves deternining what you like best.
what is important to you end what you value in your
sonal and vork eavironsenti. 10
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PERSONAL AND MOBE-RELATED VALYES
Consider the folloving questions:
1. What inportant needs and values do you weant satisfie.

by 3 career?

2. Mnat is your preferred 1ifestyle?

3. Assuming that all of your values will aot be realized
in your chosen career, which are you willing (o
conpromise?

e, Valeh of your needs angd values imdicate 1hatl the

tareer you have choten is righl for you?

In erder 1o answer these guestions, you must first

gefine your values and determine which ones may or may

not  be realized in your career. In your personal jife,
what is most imporiant to you; success, fanily, friengs,

9004 hexlim, or pernads a 1ot of lessure time’

In your work, what is mosi imporiant - 3 go0dg saiary. a
friendly work eavicroament, job securily or permaps 23

flexidle schesule?
These are just a few values 1o consider when you Begin
the self-assessment process. Only you cam determine

which of your needs aad wants are most importasti.

Let’s take 2 closer look at values.

Yalues are the principles that guide our bemavior.

11



=$n

Usually when people rafer to valuss, thay are talkinms sbeut
B grincipies that 4P MOSL inporisnt to each persen:their
value system. Depending on your cuityre 204 FOUr SIpeFis

ences, you each mave 3 particelar valus sysiem, Valyes
are Jearned amd walues chamge, What may have beea ypur
Parenls® values miy be differeat fronm yours, Yalues
€hange o633ed on our esperiences. desires, beliefs, and

WhIT 1S MIpPeRIng Aroemnd us,

Yalues can be classified. Some of our values are cullural,
oimers are personal; some are c¢omasidered
iragditional while atners are emergent (imai is, ehanging),
¥hile the walues Jisted as eramples myy Mol be yours,
they ¢o velong 1o sone pespie.

Persenal Values

Culiyral ¥Yaines

1. Womea smeuld Moy work . Owning fancy
Dul Lake care of tmeir clothes, knowing
families imsiesq, the latest ganges

ang slang terminm:

ology is impartant

$O ML 1 cam e

in style.
2. Mem ang womem are equal 2. (sgagieg in lei-
partaers. Teey smare tore  activities
all fFamily responsi- is Importast,

Dilizies,

: 12



Traditional Values Emergent Values

1. One should sacrifice today, 1. People should
be frugal and save for enjoy themselves
tomorrow. regardless of

what they have
to sacrifice.

2. People should work hard in 2. It is possible
the present to achieve to work and raise
success in the future. children at the same
time.

Understanding your interests, abilitfes/skills, and
values requires a willingness to explore and engage in

exercises that enhance your awareness of yourself.

When you know more about yourself, you will be able to
return to the steps in the decisfon-making process and
evaluate your present choice of a career. You may find
that you are pleased with your decfsfons: You may find
that you want to change your mind; You may find that you
want to explore options that you have not considered
before.

s

ACTIVITIES
The following activities are intended to assist you in

utilizing an understanding of your values in planning your

career. Your instructor will tell you which activities

to do.

13 .



ACTIVITY 1

A SELF _EVALUATION OF WORK VALUES

Rating Satisfactions from Work

The following 1ist describes a wide variety of satisfactions that
people obtain from their jobs. Look at the definftfons of these
varfous satisfactions and rate the degree of importance that you
would assfgn to each for yourself, using the scale below:

3 -~ {f 1t is very important to you in your career/jodb

2 == 1f it is reasonably {mportant
1 =~ {f 1t is unimportant or undesirable

PHYSICAL: Do work which RELATIONSHIPS: Develop close

makes physical demands
in which I can use
coordination and physfcal

skills

UNIQUENESS: Feel that
the work that I do 1s
unique, novel, different
from others in some way.

STATUS: Have a position
which carries respect
viith my friends, family
and commun{ty

HIGH INCOME POSSIBILITIES
Work which can lead to
substantial earnings or
profi{t enabling me to
purchase essentfal {tems
and the luxuries of life
I desire

TINE FREEDON: Be free to
plan and manage my own
time schedule in work;

be able to set my cwn
hours

EXPERTISE: Be-respected
and sought after. for my
knowledge & skill 1n a
given area,

friendships with my co-
workers and other people 1
meet In the course of my
work activities

DECISIONMAKING: Have the
power to decide policies,
agendas. courses of actfion,
etc.

LOCATION: Live 1n a place
which {s conducive to my
1ife style and in which I
can do many of the activities

I enjoy

MORAL/SPIRITUAL: Have 2

sense that my work fs im-
portant to and in accord
with a set of standards

I belfeve' in

FUN: Work fn a situatfon
in which 1 am free to be
spontaneous, playful,
humorous, exuberant

INTELLECTUAL STATUS: Be
recognized as a person with
high intellectual abilfty;
one who 1s an authority fn
& given area of knowledge.
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INTEGRATION: Be able to
integrate my working 1ife
with my personal life,
involving my famjly or
close friends

RESPONSIBILITY: B8e
responsible for the plan-
ning and implementation
of many tasks and projects
as well as for the people
fnvolved

SECURITY: Be able to de-
pend on keeping my job and
making enough money

BE NEEDED: Feel that what
I do is necessary for the
survival or welfare of

others

HELP SOCIETY: Make a
contribution for the
betterment of the world
I Yive in

PRESSURE: Have a job
which involves working
against time deadlines
and or where others
critique the quality of

my work

CONTACT WITH PEOPLE:
Day to day contact and
dealing with the public

AUTHORITY: Have control of
others' work activities

and be able to partially
affect their destinies

WORK ALONE: Work by my-
self on projects and tasks

PERSONAL GROWTH AND DEVELOP-
MENT: Engaye fn work which
offers ne opportunity to
grow as a person

15

CREATINITY: Create new.
programs, systems; formu-
late new {duas; develop
original structures &
procedures not dependent.
on following another's
format

VARIETY: Do a number of
different tasks. Have the
setting and content of my
work responsfbilfties
change frequently

LEARNING: Be abdle to con-
tinually learn new skills
and acquire new knowledge
and understanding

UNDEMANDING: Have work
duties which demand very

little energy or fnvolve-
ment

INFLUENCE: Be able to
change and {nfluence other's

attitudes or opinfons

SUPERVISION: Be directly
responsible for work which
fs done and produced by
others under my supervision

BEAUTY: Have a job which
fnvolves the sesthetic

apprecfation of study of
things, {deas, or people

ARTISTIC: Be involved in
creative works of art,
music, 1{terature, drama,
decorating or other art

forms

ORDERLINESS OF ENVIRONMENT:
Work §n a consistently
ordered environment, where
everything has its place
and things are not changed
often



RORK WITH OQTHERS: Be 2
pember of 8 working team.
Work with others in a
group toward common goals

PREDICTABILITY: Have 2
stable and relatively
unchanging work routine

and job dutfes

PRODUCTIVE: Produce
tangibles, things which
I can see and touch

JOB TRANQUILITY: To
avoid pressures and the

“eat race"

COMPETITION: Pitmy
abilities agafnst those
of others in situations
which test my competencies
and in which there are
win or lose outcomes

PHYSICAL WORK ENVIRONMENT:
Work is a place which is
pleasing to me sestheti-
cally; fs beautiful to me

COMMUNITY: Work at a Job
in which 1 can get involved

fn community affairs
INDEPENDENCE: Be able to

direct and control the cour:se

of my work, determining {ts
nature without a great deal
of direction from others

RECOGNITION: Be visibly
and publicly appreciated
and given credit for the

quality of my work

ADVANCENENT: Opportunity
to work hard and move .

ahead 1n my orgsnization

HELPING OTHERS: Provide
a service to and assist
others as indfviduals or

as groups

AFFILIATION: Be recognized
as being associated with
a particular organfzation

RISK-TAKING: Have work
which requires me to take
risks and rise to challen-
ges frequently

EXERCISE COMPETENCE: An
opportunity to fnvolve
myself in those areas in
which I feel I have talents
above the average person =

WORK ON F. = IERS OF
KNOWLEDGE: de fnvolved in
hard science of human
research; work in a company
which is considered one of
the best in the business
and strive for advances

CREATIVE EXPRESSION:
Opportunity to express my
ideas, reactions and
observations about my job
and how ] might {mprove

ft verddlly or in writing °

PROBLEM SOLVING: A position
which provides challenging
problems to solve and
avoids continual routine



-14~

IN YHE COLUNNS BELOW, 1ist the values you coded as 3, Very Important;
Do you notice any PATTERAS? Do they fall fnto

and 1, Unimportant.
groupings? Would you have rated thea differently 10 yesrs ago?

5 years ago? 1 year ago?

: 3 ]
Very Important in Unimportant or
. 0 P my Career Planning Undesfrabdle
4
!
t
Smaliem— . 52 © 2 @ va— e — - @ 9

Look over the VALUES you listed as Very lmportant to you in your
career planning. In the columns to the left: Under P, che:k those
which you have in your Present jobs Under Q, check those which you
can include in your Vife Qutside of work.

Now choose the 5 VALUES Most Important to you in your career planning
List them on the next page, describing

and code them with 8 star (*).
and why you chose them, If they fall naturslly

what they mean to you
into certain groups, 1ist them in. that wmanner,
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AN _EVALUATION OF MY WORK VALUES

The five VALUES or SATISFACTIONS I most want to {nclude in my work:

,o

QUESTIONS: Why are these values' important to me? - What do I need to
- do to incorporate them into ny resent-11fe? Into my
present job? | go.qy rsnom _ )fclg ” -




Activity 2

Job-Relnted Valuss

Look at this 1list of job-related walues. Think of each one in
terns of your overall career objectives. Using this llsc:

a, Clrcle the five career values you consider most important to
you.
b. Cross our the five vhich are least important ¢o you.

¢. Add others vhich are not on che 1ist.

the chance to advance locacion of the vork place

Raving authority (responsibility) money earned

oeeting challenges having time for personal life

wvorking for sorething you believe in pover
enjoykble collesgues prestige
recognition from supariors,

case (fresdom f{rom worry)
society, peers

enjoyable vork tasks
security (stability) of employment
being an expert
chance to make an iwrpact
independence on the job
clear axpectations and procedure

learning from the job

d. Describe in your ovn wvords what you want most in your Life/Cacraer.

If forced to compromise any of the things you want, vhat
would you give up?

Wha'; would you be most reluctant to give up?

48

g, What type of vork or activitiea do you thinx might lead to the
important career goals which include your most treasured values?

19 :




Having good working conditions
Having convenient hours

Having 2 chance to travel
Being told vlat to do

Working independently, on ty own
Working with things

Working with idoas

Being a mexbor of a group
Expressing my porsonal beliefs
Meeting new poople

Doing a varjety of tasks
Using a special skill
Compating with others

Being honest and athical
Being well liked

Keeping busy

Now that you have a list of the
irportant that you know the values that are moat isportant

reer, it is

=]7=

CAREER VALLES CHECKLIST

NERRRREREREEER R

Chock off the valuas that seen most

dﬂotﬂalhtwiudamothmﬁat
mputotymtmnlmpm.

Having prestige

Having job security
Working slowly

Being creative

Expressing sozial aonoan
Exercising leaderahip
Using =y braing

Beooning well known

tot having responsibility
Making fportant decisions
Influencing panple

Having free tire

Loarmning new things

Doing work that is easy
Doing work that is challenging
Doing routine work
Working for myself

mny values that you want to find in a ca~

to you. Next to the MOST {mportant value, place a 1. Naxt to tho SPOOND

most important value,
value, place a J.

L]
1

-

write a 2. And, next to the TIIRD most important

20

Lt O you, In the blanks at the

EERERRRERRERRREY




=18~

CHAPTER 111

SELF-ASSESSMENT: PART I1I

Skills and Strengths .

A skill is an adility to do something. VYour skills are
demonstrated in almost everything you do. They can be
natural adilities, or adilities gained through education
or work experience. Nost skills are transferable, that
is, skills, which may be used {n mors than one activity.
By identifying your skills, you gsin more information
about yourself and your abilities and then you can convey

this information to a prospective enployer during an

interview,

One way to identify what skills you have, or would like

to acquire, is to take 2 skills inventory.

Begin by making a list of the skills and strengths you
have, indiceting the situations in which you have demonstrated
them, and the degree of Interest you have in using thenm.
For each, you should be able to provide at least one or
two incidents where you successfully demonstrated the
skill. Think carefully before deciding how important it
is for you to use each in your career., It is parfectly
legitinate to have & skill which you will use only in
leisure hours. The following are some skills/strengths

you should consider.

8%, : 21
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Nathenmatical

= ¥orking with numders

= Ability to understand and use equations and theoretical
foraulae

Communication (ability to express ideas in a clear,
concise, gramnatically correct manner.

- Oral presentations to groups

= One-on-one communication

= Written communications

Details (follow-through skills)

- Attention to minute details during analysis of a problen
= Accurate performance of rowtine functions

Interpersonal

= Listening (hearing and understanding, patience)

- Persvasion (convincing others to spprove and &ct uwpon
.your ideas)

Cooperation (working as part of a tean)
Tedching (ability to provide effective instruction)

Leadership

Diplomacy
Creativity

= Willingness to experiment with new methods

= Ability to develop new ideas providing solutions to

existing problens

Research (ability to collect pertinant data)

= Use of written material as a source

= Ability to obtain informstion through Interviewing
lnclude on your list any other skills/strengths. such as
technlcll Skills, which you feel are lnportont.

o
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Details

- Complote projects on time

- Able to work well under stress and still improvise
- Expert at getting things done

Hathenatical

= Financial planning and managenent

- Doing cost analysis

= Developing a budget

- OOatkeeping = accounting

interpersonai

= Develop support of collesgues, supervisors., etc.
- Promoting - selling of tangibles/intangibles

Leadership
= Initiating
- Organizing your time - adility to be self-directed

(seif-directed at work)

~ Planning for and effecting change

= Take risks - make hard decisions

- Leading, guiding, inspiring, motivating

Kanaging Skills

= Plenning

= Policy making

- Prioritizing tasks

- Organizing (people, things)
> Program developnanti

= Delegating/supervising
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Coanunicatlag
- Reading

- Summariziag - reporting

Research - fvaluating Skills

= Analyzing - classifying - organizing
= Problem-solving

= Decision-making

Dctcraining Your Weaknesses

No one is perfect; we all have some areas ia which we ars
deficicnt. The preceding section points oul the importance
of identifying your skills and strengths. It is Just as
¥ital 1o the seif.assessment process that you learn to
recognize your wesknesses. After determiming what your
wedknesses are., you must decide wnat you can ¢o to improve
-them or how youw cam wuse them as rfactors when s¢tting

Career goals. The first step is to racognize such woak-

nesses as:
Procrastination: The tendency to put off undesiradle

projects.
Comnunication deficiencies: Are your speech/writing
patterns poor? Do you tend to use 2 lot of slang? s it
difficult to put your thoughts into words?  Are you
verdosc, or too short in your explanations?
“Quick Temper: Do you respond in a quick, emotional
Ranner to an advars2 situation? Do you accept criticise

calnly?



The adbove are some of the areas which would require that
yOU re-educate, re-traim yourself to eliminate or coatrol
the deficiency. Mo matter what career {ficld you choose,
these qualities would make you a poor camdidate during
the interviewing process and will create problens for you

Curing your career.

There are other weaknesses that may in some circumsiances
merely indicate IRIT you 3hould chovse ome carzer path

over amolher.

If you fing it difficult to work with others. thea jou

might consider aaly those career pialhs where team work is
not essenmtial and the jobd gemerally reQuires Inat one

person develop, implemant and mainlair edch project.

An inability to deal with a nonm-structured environmeat
would indicate the need for a field thal contains highly
structured procedures; where all items Fit ianto specific

Cétegories.

If you cannot work under opressure. a#void careers and

Industries that continually have peak and sltumd periods.
In the peak periods you would be required to produce at
an extremaly nigh level in short time spans,



SUNNARY
Career plamning amd self-assessmeat are Jifevime, oa-going

processes. As you progress im your life and career you
will me0d to Ccatlnmually re-evalwate and wpdate yowur
valoes, skills, and oeeds as well 85 career ¢oals, pitns

808 objectives.

Hopefully, tne imformalion ang quastions provided mere
will belp you thimk adout who you are, where youy are
going, and mow you are going to get there. However, the
responsidility for takieg charge of your life asd carear
plamming is yours. You mast set realistic goals tmat are
Ntaimadle a2 assess what i3 meeded (o achmieve those

. Soals,

It involves 3 comsideradie iavestment of your time ang
effort, but tne payoff in terms ‘of mappiness and job
sdtisfaction make it well worth tms effort.

The folloving activities are {atended to help you assess
your skills, Your instructor will tell you which activities
to do, “ |
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ACTIVITY )

1.

SKILLS, CHECKLIST

Think about what you can do &nd have done, Refer L0 your
Skills Checklist and look over the list of skills in each

" hox. Check v those which you possess and have used 13 :m
u

way. Add other skills you have which are not listed.
a star (*) next to those skills which you enjoy using.

It s interesting and helpful to find out how others see
"'!'r":

2.
your skills and abilities. Make 2 copy of this iist and
give it to others who know you -- your family, your co-workers,
your friends. Ask them to check the skills which they think
you possess. Ask them to put a star (*) next to those skills
they think you are particularly good at.

IN WHAT BOXES, OR CATEGORILS, ARE MOST (F YOUR SKILLS LOCATED?
Which kinds of skills do you enjoy using the most? Which give
you the most satisfaction? wWhat kinds of things are you
interested in doing?

. 3. Now, go through the list again. What are the skills you would
like to fmprove...become better at? What arve the skills you
would like to acquire? To learn? Mark these in such & way
that they stand out. (Underline, circle, red pencil...)

4. Talk to your friends., co-workers, family and others about
different kinds of career fields, occupations and jobs in
which your skills are valued. T

* e @
HORKING WITH PEOPLE
g.E(liHNG/mmm RELATIONS MANAGEMENT SXILLS
S

. managing responsibility
_ caring for others __. delegating responsibility
—_ being sensitive ... organizing 8 coordinating
— empathfizing others
— listening & understandin — blanning, forecasting
—_ counseling, guiding ... designing & developing
— Comunfcating warmth programs
— collaborating w/ others _.. establishing procedures,
—. team work organfzational ‘structures
—_. advocating, negotiating —_ directing & supervising

for others , others
— motivating others —. reviewing, evaluating
—. Sharing — hiring, team building
—_ host or hostessing — implementing policies
— Creating pleasant developing the potential
in people

environments
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INSYRUCT JONAL/EDUCATIONAL
SKILLS

briefing, explaining
teaching, tutoring
advising, informing
training

leading, facilitating
creating learning
environments
encouraging

enabling others to
help themselves
empowering, training
others

fl1lustrating concepts
with examples

LTI 1)

CONMUN
SKILL.

-

LEADERSHIP SKILLS

fnitiating
self-directing

managing time
persisting

confronting problem
sfituations

planning & promoting
change

active problem solving
taking risks

making hard decisions
leading others
motivating groups
inspiring others
chairing meetings
persuading

influencing others
selling

negotfating, bargaining
debating

promoting an {dea/product
reconciling conflicts
medfating

smu'wwauc RELATIONS

communicating
writing reports, letters,
menos

conversing *
speaking

editing

reading

translating, explaining
defining

susmarizing

'writing -« {maginative,
promotional

public speaking
demonstrating

usfng humor

making radio and tv
presentations

telling stories
performing in public

}...—
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WORKING MITH BATA

trOm e W »

, -
NUHERICAL/ORGANI ZAT J0NAL
SKILLS

financial bookkeeping
reports

sanaging budgets/money |
sllocating resources i
computing/calculating .
numbers '
financia) planning
statistical work

cost analysis

keeping deadlines
accepting responsibility
following through
organizing records/
classifying/filing,
processing

getting things done
making arrangements,
contacts

attention to details
implementing decisions
saking decisions
coordinating
systematizing i

OBSERVAT IONAL /ANALYTICAL i
SKILLS l

sensin?. feeling,

listening,aware

—. Observing, reflecting
(people/data/things)

perceiving potential

in others

learning quickly

reasoning, abstracting,

using logic

assessing/sppraising

T
PR e TR D

SATIIrAIE TSNS B St SRR

PROBLEM SOLVING SKILLS

gatherln? information
researching/surveying
clarifying problems

anticipating problems

" organfzing/classifying

analyzing/dissecting/
breakin? into parts
diagnosing/finding the
root of the problen
problem solving/trouble
shooting

testing {deas
reviewing/critiquing/
evaluating

29
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PHYSICAL/MECHANICAL SKILLS

physical coordination

technical

— plant care, farming — machanical reasoning
— onfmal care —  SPacial perception
— travelling - designing, shaping,
— havigating composing
— Physica) stamins - Optrating equipment
__,.outd?or work — Us§ %ools
— Camping — Tephiring
—.. athletic —- 355embling/installing
— working/cleaning/tending —-. building/construction
—. Cooking — lifting, balancing,
— crafts moving
— dancing — Precision work
— producing
WORKING WITH PEOPLE, DATA & THINGS
CREATIVE/IMAGINATIVE/ INNOVATIVE SKILLS
. ieagining/intuiting - Sensitivity to beauty
— Improvising/inventive — expressive, verdally/
<. Innovating/creating ideas non-verbally
— experimenting —. Creating music/art/
— developing/formulating . photography/sculpture,
— Synthesizing/integrating ete.
—. Ppredicting/showing foresight — Visudlizing, colors/
— ddapting/{mproving shapes/concepts
— has insight — Symbolizing, words/
. designing new programs/ images/concepts
miterfals — Writing, poetry/plays/
~ Staging/directing storfes
productions — dcting
— designing

30




ACTIVITY 2
SUGCLSS SKILLS

Into which categories do most of your skills fall?
Which cotegories of skills do you enjoy using the nost?

On this form, 1ist your categories of skills in order of

I.e.. (1) most enjoyed; (2) second most enfoyed, elc.

Identify the specific skills you wart tn use and develop in each
category. Use whatever wording you feel best expresses you and

the skills you want to use,

1)  FIRST CATEGORY OF SKILLS MOST ENJOVEOD:

SPECIFIC SKILLS 1 WANT YO USL AND DEVELOP: x

2)  SECOND CATEGORY OF SKILLS: ,
SPECIFIC SKILLS:

——
L4

3) THIRD CATEGORY OF SKILLS:

SPECIFIC SKILLS:

31
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4)  FOURTH CATEGORY OF SKILLS:

SPLCIFIC SKILLS:

5)  FIFYH CATEGORY OF SKILLS:

SPLCIFIC SKILLS:

TpsENEE S R E DRSS IR

R R 23 & % %

.6) SIXTH CATEGORY OF SKILLS:
SPECIFIC SKILLS:

7)  SEVENTH CATEGORY OF SKILLS:
SPECIFIC SKILLS:

32

M|



MY _CARER SELF INFORMATION SHEEY
A. MY NOSY INPORTANT OR MEAMINGFUL ACHIEVININTS

1.

. ’

3.

4.

5. ’
6.

7.

B. NY SUCCESS SKILLS: THE _SKILL CATEGORIES I MOST ENJOY USING

. ‘
2.
3.
‘.
. 5
6. .
2.

C. MY PERSONAL STRENGTHS: THOSE MOST DESCRIPTIV., OF ME

pe STy




E.

*

210

AT _\ORK i ‘
1.
-
J,
A,
5

MY PRESENT HCCO_PRIORITIES

1.
2. :

J' »
‘.

5,

THE THINGS 1 MOST LIKE YO 00

1,
2.
3.

» &,

S.
6.
7.
8.

S YHINGS IN LIFC 1 MOST WANT TO ACCOMPLISH BEFORE ] DIE

1.

S. 34
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50 %y help you 1o define and expan your perceptions about the
I%p?ﬁ{ you ’::us. The sdiectives Jisted here descride a0d) {ties
which sre sought énd valued In various working situations, Circle

ske & copy first 50 you can glve this

those feel apply to you. Ma
list tﬂm. 83king for their perceptions of you and your streagths,

active IMTM. ent affectionate ] s weld
intellectus) fadle 1%:“!%

conservative ]
daring inte)ligent broadainded assertive
acononica) introspective cMm,ir? bold
frank knowledgeadle cheerfu businessifhe
m:ne literate cooperative clever
-honest logfcal friendly competitive
{adustrious methodical penerous controlling
Just precise gentle doninant
Toyal quiet helpful eager
masculine rationa) tured engrgetic
materfalistic teachable dealistic enterprising

. modest unassuning insightfu) reserved
natyral adaptadle inspiring scholarly
persistent artistic kind serious
practica) complex odbliging humorous .

. redlistie creative outyod ingenfous
robust expressive peaceadie inventive
self-effacing  omotions}’ persuasive opportunistic
sensfble flexidle pleasant optiafstic
stadle fdealistic strong-minded outyoing
steadfast imginative thrifty performs wel)
steady independent tough pleasure living
stron feainine sincere progressive
unexcitadle individualistic sociadle »  purposeful
vigorous informa) socfally skillful resourceful
academic ingenfous syxpathetic risk-taker
andlytical {atofitive tactful self-confident
calculating introspective  teachadle secks change
controliing inventive thovohtful sharpuitied
critica) open-ninded understanding shrewd
curfous original verba) talkative
cynical Quick to act wamm winhibited
experimenta) seeks change  adventurous verdal
factua) spontaneous aggressive vigorous
farsighted nny ssbitious wit

accurate s stylish versatile deliberate

le detail oriented discreet econonica)

efficient fim forna) meticulous
moderate obedient orderly organized
receptive sensitive democratic determined

%
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ASTIVIYY 4 e STm s

3

LISt the sia personal strenglhs you feel are duacriptive of you, .
vie you possess

After each, fdentify what you are able to do Becs
that quality,

| PO Y
Therefore 1 can

2. | an
Therefore 1 can_,

)’ l .n — - LT TR 33 »
, Therefore 1 can R -
& lanm

> Therefore 1 can_,

5. 1 am
Therefore 1 can

6. 1lam
Taerofore 1 can - ) ?

36




Your caresr, probably one of the sinsle most influentisl
fagtors in your iife. The average parson spands 70-80% of
his or her wvaking hours on job-related sctivity. Directly
or indirectly your caresr will determine:

~The ml: ygn deal with

~The amount of monsy you ea

~Your dsy~to-da mtv’ﬁtn

=Your lelisure

=The type of enviromment in which you vor}

~Ihe area in wvhich you live

=Your level of stress

=Your scihss Oof pride and fulfillment
In viev of this, it is iwportant that you know and underastand
23 much as possidle sbout your career field. Information
about topics such as job responsibility, earning potential,
educational regquirements for entry and advancement, and jeb
outlook can be helpful to you in planning your career.

Let's take a closer look at some of these topica.

n

JOB BILITIES

Job responsibilities are the major activities and functions
that an individual in a given field must perform. This in-
cludes day-to-day tasks, as well as more long-rsnge activities
that ons sigages in. Eaving a good understaniing of 3jcb
responsibilities can help you to know what will be expected
of you whan you entar your caresr field, It will also help
you to know which skills should be developed in pursuing

yOUur caresr. Nost importantly, it will help you to confirm

37
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that the caresr choles you have made i» the right ons for you,

TS TOR EXTRY AND ATWANCENTWS

Thars ars many types of Tequirsments both for sntry and
sdvancement in a given career field, A field may vequire »
speclal level of education, prior field sxparience, a set of
particular technical or psrsonsl skille eor oven » profes~
sional license. It is important that you be avare of the
different types of requirements in your chosen ares so that
you may plan accordingly.

Every fisld has 1its own typical entry 1evel, aversge and
maxinun salary that can be earned. The lohy range salary
Plan that you could earn in a field is called your earning
potential . Each profession has different earning poten-
tisls. GSome fields start out with low entry=level salaries
but lead to high raximum ’u.hﬂu. Other fielda start out
with good starting salsries but have very small increases
over time. You will want to know how salaries will change
vithin a given position s»n your responsibilities change, or
&8 you pove from one position to another.

The Job Outlook for a field provides information on what

the growth in job opportunities is expected to be in the
future, Usvally, it also describes what geographic locations
vill offsr the bast job opportunities. This information is
useful in that it gives you an {des of vhat the competition

38
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for jobs in your field will de Ln the future, It also
t2lls you vhsre you might want to live in order to incresse
the chances for finding employment ,

J0b outlocks are based on vhat e ourrently happaning in
society and the ecorsay and how it sffects Jobs in the future,
Oftan, changes in govermment policier can alfect the job
opportunities for an entire profesaion. Nany professions
have regular patterns that $od opportunities follow, These
are often referred to as *tranda®. PFor emample, as the
huaber of hables born increases so doas the need for more
teachers. The nusder of engineering positions sveilabdle in
certain specialties varies according to the amount of naohey
the govarnment spends in certain areas.

The job opportunities in a f1iedd are also affected by the
lavs of supply and demand . The greatsr the supply of pro-
fessionals in certsin areas, the less the demand for more
people. TFor example, during the early )990's there were rany
Rore counselors avalladle than there were Jobs, Convaraely,
the lass the supply of professionsls in certain aress, the
grester the derand for more people. For example, during

the ]970°s the demand for computsr programmers was moch
¢reatar than the supply of people available to work. The
Supply of people available to work in a fleld fs affected by
the nurber of paople entsring the field, the rate at wvhich
people change jobs, sithar dus to caresr changes or promo-
tions, and the rate that people retire, die, or sirmply leave

39
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the fleld, The demand for paople in atlfectsd by e rate at
which » f1e1d (s growing, goversmest policien, scoronic con-
dizions and the existing ¥pply of available worksrs,

It is Laportant to wndsratand what factors affect the 30b
outiook in your fisld. This kaowledge 18 mot ORly important
33 YOU Are plamning eatry iste your fleld dut aleo in the
future, OUndarstanding the factors that affect the job out~
look In your fleld helps you know the divection your field
ia heading in, the specialties that will be irportant for
the future, and where you night wvant to move to tind work,

TRE_NEXY STEP

An understanding of the job responsidbilities, regquirerents
for entry snd advsncement, earning potential and 3jod outlooy
for your field provides you with an excellent foundation

for planning your career. mwamuumgnam
Tange look at your career plan,

308 yaTH
A 3ob is only part of a career. A career is often made up
of mary 4obda. Each job should act as & "stapping stone®
tovard your career goal. Tor sxample, before you can becone
anlm\tuaujwcltym,mmtmcmu
positions which help you develop the mecessary ewperiesce.
Includeld here might dDe jobs as » proofreadar, an assistant
sditor or a writer for a college PIVEPADET .

A job path is a plan of positions which will sventually
- 40
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lead to & career goal. It is a series of positions, in
which each position increases in level of responsibilities
and requirements. For example, a jbb vath for someone
pursuing a career as a Systems Analyst might include posi-
tions such as Data Entry Clerk, Computer Operator/Customer
Service, Computer Programmer, Senior Computer Programmer, and
ISystams Analyst.

Purguing a job path sometimes reqguires changing employers.
Often the size of a company, the number of available posi-
tions, or your specific interest make it impossible to move
ahead. However,‘a job path does not aluafa require that you
change employers. A promotion or a job change within a

company can.be part of your career's job path.

Movement ahead on a job path is usually accompanied by an
increased salary. 1In this regard, achieving your full
earning potential regquires moving ahead in your job path.
Pursuing your jod path ottén includes changes in your job
title, but this may not always be the case. PFor instance,
though a secretary's responsibilities and salary may in-

crease, his or her job title may remain the same.
Understanding how poaitions.lead to each other in a job path
gives you the information you need to decide which positions

will be helpful to your career, and which will not.

Another important benefit of understanding your job path is

L S
C ‘4]. : L
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that it helps you cope with chance. All of the things that
happen in your career will not alvays be part of your plan.
Opportunities pop up that are iapollib1§ to plan for. Under-
standing your job path helps you know whether or not taking
advantage of these opportunities will work in your favor.

ADVANCING IN YOUR JOB PATH
There are many factors that affect one's ability to advance

in a job path (often this is called job mobility). Besides
performance on the job, factors such as Qducation. personal
and professional contacts, and one's ability to negotiate

office politics play a major role in one's movement ashead,

PLANNING YOUR CAREER
In the preceding section, we have discussed a variety of

topics which are important in planning your career. These
topics are intended to serve as gquides for you to gather in-
formation. How well you are able to plan your career depends

on the quality of the information you obtain.

Most of the things that people know about their career
choices are usually based on information they have received
from friends, family, television and perhaps teachers or
couﬁieloro. Though this information may be helpful, it is
often incomplete or even inaccurate. Relying on what you
have heard is true or on only one source of information can
be misleading. Your information should be based on the care-

ful research of a variety of sources. For example: .

42



a) reviewing printed materials such as those found in the
Career Resource Center, company annual reports, journals,
and college bulletins;

b) utilizing services such as the computer terminal in the
Caresr Resource Center, and .

€) interviewving professionals in the field or fields of
your choice. This includes employers,teachers, college

administrators, selected professionals who are employed
in your chosen field, and caresr counselors.

Planning your career is serious business. It should be done
with the same care and attention you would give to any

other important part of your life. Though gathering infor-
mation about your career field does not guarantee your success,
it can be a powerful tool for helping you to control what
happens in your future.

HOW FAR HAVE YOU COME? ~ WORKING TOWARD YOUR GOAL

By this point in your life at LaGuardia, you have been exposed
to a variety of topics designed to help you make progress
toward your career goals. In your Coop Prep course, you took
a close look at your life accomplishments, yourankills. and
your values. You learned how to prepare & resume and prac~
ticed interviewing. You also were introduced to the Career
Resource Center and the various materials that are available
to assist you in planning your career. All of these laid the
foundation for you to begin planning your career and go

out on your internships.

By this point {n tims, you have also completed your first

internship and are currently on your second. You have begun

© 43



to gain experience in your chosen career and in doing so,
have begun to make contacts. You may still be unsure of the
specific career you want to pursue. The program at LaGuardia
is designed to help those of you who know what you waat to
4o and those of you who are unsure. Through your interaships
and seminars, you have the opportunity to explore different

careers and consider a variety of choices.

The Coop Prep course taught you some of the skills you need
to pursue your coreer. The internships can help you gain
experience and make contacts in your career field. Properly
used, both can help you in making progress toward your

careacr goals.

THE PUTURE RESUME
In your Coop Prep course you were taught how to write a

resume. The Coop Prep workbook defined a resume as:
“...a summary of certain aspects of your life:
Those past and present activities, accomplishments
and skills that will enable a potential employer
to determine whether you are the right person for
a particular position.”
If a resume is a summary of the past and present, what then

is a "Puture Resume"?

The Future Resume is a summary of what you plan to do in
the future. Changing the definition of the resume slightly,
the Future Resume is:

"...a summary of certain aspects of your life:

Those past, pressent and future activities, accomplish-
ments and skills that will enable a potential employer
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to deternmine whether you are the right person for
a particular position.”

The Future Resume can be a useful tool in helping you plan
what you must do in order to progress toward your career
goal. It requires that you not only list what you hsve done
and are currently doing but also what you plan to do £n the
future to achieve your career goal,

Here is an example of a Future Rasume of a student at

LaGuardia whowants to become a psychologist.

John Williams

97-)8 Parker Ave.
Astoria, New York 11101
(718) 391~-7653

EDUCATION

9/89 ~ 6/93 New York University - New York, NY
Master of Arts ~ Psychology

9/85 -~ §/89 Queens College -~ PFlushing, NY
Bachelor of Arts - Psychology

9/82 ~ 6/85 LaGuardia Community College - Long Island City, NY
Associate of Arts - Liberal Arts, Social Science
Honors: Dean's List

EXPERIENCE

7/93 - present Paychologist - Creedmoor Psychiatric Center

eens ge, NY
Responsibilities include intake, screening
and assassment of clients, ongoing therapeutic
services to individuals, families and groups,
and psychometric testing.

4/89 - 6/93 Counselor ;Youoanl Child Guidance Center
side,
Position involved the intake and screening
of clients requesting gervices and providing
referrals to families with learning disabled
children. Also assisted psychologist in
testing clients.
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/84 - 3/89 Intake Worker - The Puerto Rican Forum

ow » P
Responsibilities included completing intake
forms on individuals seeking welfare, housing
and/or nt, and conducting follow-up
surveys of ts. Also assisted counselors
in a variety of clerical tasks.

6/83 - 12/83 Counsslor's Afide - The Door - New York, WY
Fositicn Invoived asaisting counselors in
various aspects of their work. This incluled
completing client applications, answering
questions about the services available to the
public, typing counselors®' materials, and

£iling.
SKILLS

Pluent in spantah

Knovledge of FORTRAN computer language
REFERENCES

Avalilable upon request

PREPARING YOUR OWN PUTURE RESUME -~ TERM PROJECT
_—MM
The term project for this seminar is to prepars a Future

Resume, which lists the steps you night take to achieve your
career goal ten years from now. Along with constructing a
Future Resume you must answer the questions on the following
Research Sheets. These questions refer to the research you
have done to write your rc;uaa. The sheets should be attached
to your Puture Resume when you hand it in.

The Future Resume you construct should focus on the career
you want to pursue. If you are undecided about the field
you wish to go into, choose one which you would 1ike to
research for this assignment,

Your instructor will go into greater detail regarding the
project in your next class.
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RESEARCH SHEETS NAME:

A. HEADING

1)  Why did you choose the locstion Ested In the Reading of );our Future
Resume as the place where you Plan on living 10 years from today?

LOCATION: o
WHY?

2) If for personsl! ressons you do not Plan on moving to parts of the
country whare the best job opportunities in your carser field will exist,
?lu':: }m the areas of the U.S. where the best opportunities will be

nt uture.

B. OBJECTIVES

1)  Describe the nature of the work you will be performing in the career
fleld you have chosen. Be specific and give detslls, t role does
it play (in soclety and) within a company or ogranization. Be specific,
Careor Field: T

Nature of Work:
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2) What factors sttracted you to the career:fleld you have chosen. List at
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* > > > L o [ » > 9 °
EER FIELD:
*
L L L] o o » > > > L ™ * 0 R
> - B £l 0 EE) L] £ k3 L] »
B @ > o > a0 > 2 o
> LS L L 3 L2 - e > » »

. s e ws s
3ot El ]
b)
k3 . LN ] L) 2 2 2 9
.
5 » 3 > LI * 5 > » > » > LI -3 > » > g
Ll L 4 L3 B
el 2 ® L] * e * b L 3 L AN 4 €2 B
c) : —
o L] *® * . * e Y % 9 » ¥
n 8l L) h o a LI 3 o n -
“ - ° o N L] > o > E2 ~
2 2 > 2 &

Q

ERIC. . -

PAruntext provided by eric



d)

e)

3) List 3¢t of organizations or companies which would smploy people in your
career %eld. Pm?n.do the names of 3 companles or organizations for each type,

TYPE OF COMPANY NAME OF COMPANIES
a) )
b)
)
b) a)
b)
c)
c) s)
b)
c)

49




e ndy=

%) What personal qualities sre important for a career In the field have
chosen? List S and explain why they are Important. vou

CAREER FIELD:

o)

b)

<)

d)

5) What is the job outlook for your career flakd In the future!?

50




L]

o -48=

6) What factors affect the job ook In Your career flald? Be spacific.

o
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LEVEL OF EDUCATION:

e) POSITION: Pte e aaanaa ’
‘-EVELO'EDWAT'Q,‘: " Coee 2 25 s a . ) " -

2) Did the informstion found T, s
;m.mm:hrmzmmm.m

continue your education be-
yond the Associate degree? Why? Cive 2

Is.

02




b,

L)

d.




Deacribe bow the jobs you listed on Future Resure woulid
1‘m’mwmwnhﬂ§&mmm
L] L
teh year career objective, 1Ia this, make sure you

dasce he sxparisnce oh aach jod
mﬁ"mmum»mmm.

J0B M: TITR; ,

L —

JOB ¥ TITLE:

40B #3: TITLE:

 JOB #a: TITLE;

2) 11 in your resesrch Mmﬁmmi?mhbwbmww

ples
with the one you chose.




3)

a)

“$2m

For each of the positions listed for the next ten years provide the typical
entry level salary, the average salary and the maximum salary you could

earn In annusl amounts.

JOB TITLE

SALARY

AVERAGE

MAXIMUM

b)

d)

e)
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¥) What obstacles, If any, did you discover a Jmun like yourself might face

in pursulng your career? For example, did you find that a woman pursuing
& career In a fleld that has been dominated by men s Hlkely to face obstacles
due to her sex? How could you desl with the obstacles you discovered?

Glve detalls.
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Y. BXILLS

1) For each of the joba you listed for the next ten yeara list
the ekills which are nacessary for each position. Also ex-
plain why each skill is important.

2eb Title gxille Ressop ghill is fmporgéne

a)

b)

c)

é)

e)

£)




G, BIBLIOGRAIMY

Please list the information resource materials used to complate
your temm projeet. lListings must be in standard bibliographie

style., Include all books, journals, pasphlets, articles and
other printed materials used.

Sareer Reiated Maserisis

Zducation Related Materials
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CRAPTER vV

EDUCATION AND YOUR CAREER
Deciding whether or not to continue your education after
LaGuardia is a very important decision. It is crucial that
your decision is based on a good understanding of:
8) the alternctives available to you for pursuing
your education; and
b) the long term impact having or not having a college
degree (Associate, Bachelor, graduate degree)has on
your career.
Ar Associate degree is indeed an important step in pursuing
your career. But is it enough? Even {f it i{s the only edu~-
cational requirement for "breaking into" your carcer field,
will it be enough to allow you to sdvance in your field?
Most often the answer to this question is no. Thouah having
a Bachelors degree does nhot quarantee you a job, it is often
one of the minimum requirements for getting a jodb in your
career field and for advancement. In many fleld: graduate

degrees are also required.

The starting salary that many companies offer is often
affected by the degree one has attained. Depending on the
field, someons with a Bacheslors degree will often be offered

a higher starting salary than someone with an Associates
degrees. Salary increases and promotions are also often
affacted by the degrass you have attained. In many Civil
Service areas t + degree you have will decide the ocgupatiunal
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and salary levals you are allowed to spply for. Neadless to
83y, continuing your education is an important part of
planning for youkx c¢sreer growth,

Pursuing your education beyond your Associate degrea not
only helps you in mesting the requirsments for a jodb but
also in developing knowledge of your field and of arsas
which will help you in other aspects of your life. Though
yOouU may be an Accounting major and take wostly Accounting
and Busineas courses, a course in Paychology will help you
batter understand the people with vhom you live and work,
Education should not be viewed as merely for the sske of a
job. It is also intended to help you develop as an

individual.

EDUCATION AND SKTLL DEVELOPMENT

An inportant role that a college education plays is to
asgist in the development of one's knowledge and skills.
In today's fast-changing technological world {t is crucial
to not only understand the fundamantals of a field but to
alvo be avare of the latest developments. As our society
changes so does the need for mnew knowledge and skills.
Nany observers of our economy have noted that the issue is
not that the new technolohy has replaced people's jobs but
rather that it has created the need for people with nev and
different skills. At one time accountants could function

very well with only the use of their knowledge of accountina
concepts and an adding machine. Today, the ability to use
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various computer programs is cruoial to an accountant,
In tact pany colleges nov offer specialised prograns in
computer science for accounting students.

No matter what the field, developing and updating your
knowledge and skills is importarn’. 1In most professions,
continuing your education beyond the Associates level ia
one way to do a0, In some fields it ias the only wvey to

do so. Nake sure that you are familiar with the educational
requirements for your area of interest, both for entering

the field and for advancement.

JHE COLLEGE DEGREE = A CREDENTIAL

Though the primary importance of a college education is in
the development of knowledge and akills, the coliege degrea
is also an important credential.

Credentials are certificates avarded to a person to show
that he or she has the knowledge and/or right to perform a
certain function or to exercise authority in a given ares.
They are also a sign of status. Exanples are a Teaching °
License, a ¥Word Processing c:rtitielto or a License to

Practice Medicine.

College and graduate school degrees are 2110 credentials.
They indicate that the recipient of the degrea has been

educated and trained in a given area.
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According to the last U.8. Census, only 319V of Americans
have evar obtained any college education., This is a rather
a7all propertion of our populstion. FKaving & degree thun
makes you a part of this small bdt_ spetial group,

Well then, how doas this all effect your career? Let's

Use an example to make a point, You are an amployer vho is
looking to hire someone for a job 4in your company. You
intarviev tvo people who have the same amount of Job exper~
ience in the field in which you are hiring. Both are very
Pleasant and presentable but one has a college degree and
the other doesn't. Which would you hire?

Although the parson with the college degree might not
Alvays gat the job, in situations like the one described

above, often he or she doas.

Todey many fields require degrees for the exact same jobs
vhich ten years ago did not require a degres. Why? Some-
tines it is because a particular field has changed and now
raquires knovledge and skills that can only ba developed in
collega, Other times it is becauie a particular profassion
vants to liait the number of people who can snter the field
80 the educationsl requireament is increased. 8Still other
tines it is bacause smployers want to gst the most for their
dollars, so they look to hire the person who has the most
exparisnce and most education, (0f course sometimes people
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vith sdvanced degress such as the PAD are viewed as "Qver-
Qualified® for certain jodb levels.)

The college degree am a cradential is often one of the mini-
Bun requiremants for spplying for a job or for advancing.

In many cases the degrese doasn't aven have to be in the field
in which you will be working. It is a mymdol, & sign of
atatus that s valued i{n our society. It is often the key
that opens many doors.

In gathering informaticn about your career arca, take a
close look at the role that a college degree plays both for
entry and for advancement. Is it important to have so that
you can compeate with others who are trying to get the same
joba? Don't wait till you are turned dovn for a jodb because
you don't have & degree, to realize that you need one.

BOW_NUCH EDUCATION IS ENOUGH

The decision whether to continue your education bayond the
Associates Degree is an important one. Yor many this mpeans
going on for a Bachelors Degrees. But in order to be success~-
ful in many fields,a Bachelors Degree may wot be snough.

Sone may reguire a Nasters degres, a Doctorsl degree oOr a
professional degree. Thes decisicn as to how far you nust
continue your education depends on the particular career you
ase pursuing, and your long term goals. Nost professions
have opportunities for people at all degree levels. The
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guestion of course is what degree or degraes will help you
gst to the position in which you are interested for the
future. It is important to resesrch thia information at
this point in your career so that you can make the eppro-
priste plans and avoid being dizappointed later,
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PrASONAL EXPENEES AND YOUR CAREER
*I haven't beatd of anybody who vants to stop 1iving on account
of coss,.”
Kin Mubbard

Tor most of us, echieving our 1ife gosls involves wuch more than
mking plans, studying and working Bard. The ves)ities of life
force us to deal with things dike financial Sxpsnies, parsona)
crisis and the wunknown futurs. Issues such as the cost of
Dﬂtlﬂlﬂr an educstion protecting oursslves and families in tines
of crisis, and plenning for » secure fotuze often Influsnce the
career paths we take.

In the following sections we vwill discuss some of the methods for
coping with tgcu issues, Though it s l::onlblc to discuss
avery lssue for every situation here, you should feecl free to
nu: additional conceras that yov may have at your next class
meeting.

&

R L NEES

In the type of economy we live in, companies and organizstions
Conpansate people who work for then by tg:ylng then » salery. The
anount of saalary one is pald sffecta Litestyle one can 1ead
8nd hov well living expenses sre met. OCiven tods ‘s high cost of
living, salary s rarely esnough to cover all of iife's expenses,

eapecially in crisis situations. Fringe benefits ars one of the

Yys that employexs bel logu. 8 in mecting thelr expenses and
23%,:» n.:gn’guto:t:b;:pn estyls, ’ pea

E’im"g’ En’g’(!sa are_forms of éon?n" ensation thet employers piovide

empioyeses aides the sslaties they pay &?’ \‘hgy,,no
intended "to a) help anployees Ni for many of their mijor
Sxpenses, and d) have leisure time for other activities, h
there are a vide wariety of frings benefits that an eaployer
©ould provide, the fol owing Is a list of some oOf the "ot
typical ones offered:

a) va. = are days or weeks that
an employse 1s allo to take off from work for
deisure purposss without losing any salsry;

b) ]ﬁ; !ggn : are 8 an 1eyee {8 allowed to take
kL Iirom work bacat{:a of fiinass and still be peid;

€) Naterni leave = {5 the period of tims that an
Snpioys:r sllowvs » take off from work

vonan to
because of chilébizth, without the risk of loosing
hexr Jjob;
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B, L s B Uie o spionr
I8viGes (o ‘Begiesdl erpranes.
This can ,quaz’nnmz.::z ecter's bill, m’:;uﬂ

Co8ts.; medicines,  dente) end opticrl coverage, and

1ab fees,  Often wedical ‘plans alse fmr for the
-Wedical sxpensea for An_employes's tiniiy;)

&3 3 ,‘;g o 3": :‘; ':’!.:‘) 53 », ™ | IR

:') wision < aid heneiis prograns a(as }Gd!uinod In the
‘ }. 8 fa an

A D 2 AeCtloh Lion e l¢ oployee benetit
trhgft an w:mnr Sereen to mrm teltion for
shployess wis iny to attend school)

n g = Is insurance that en mployer
oviGes (o pay a sum of Rohey S0 an employes's
fonlly ia the avent that the empliyee divs;

9) » RE = are long term plans where an

oyer lavesis money in an {nsursnce policy which

3?; provide an income to sxployeas when they

xetize, . .
Yringe Dbanefits play an extrensly important role in nost le
xmg toﬂn;. !hog ngo cxucial for protecticn in tines of cmf:.
lanning for » secure future and *dsing the preasores of Sy to
Ay divimg. 1t {ou Yere to calculate the amount of noney
ReCIRENLY o pay Tor a1l of the & 888 .crvered by  the abdove
benefits, it would ada Up to o significant amount’ In view of
this, fringe Denefits are an importent part of calculating the
$alary sn employer might offer U. A posities offering a high
Sslary with v fringe benefits may not telly be worth more
t one offering & lower Salary with excellent frioge benefits,

RURSDING YOUR Boucation

The wmost typlieal pProdlem that people fece in persuing their
eoducation is, how to pay for it? 1In a time when teision rates in
Bany schools have skyrocketed, thisna vu{‘rnl soncern. Though
the cost of putsuing your sSucation shou 8ot b

feason you use to decide to continue or choose which school 1o
attend, obviously it cannot be fonozed. Before You make any
dacisions because of COBts, let's take a look at soms of the ways
that you can Py for your education.

o, W = For many of you, financial 214, in the fore
OL government assistance such 88 TAP (Tuition Assistance
Program), 8Cos {Bssic Tducation Opportunity Orants) and
Coliege work stus + is 8 familiar method for paylng fox
college expenses sonetines estning » salary, 1In order
to qualify for financial aid You must £ile the eppropriate
spplication, which can be obtained from the schoo! to vhich
Yon are spplying. 1In moat Cases the key factor affecting
whether or pot you can receive financial afd {s your
fanily's fncome, ~ It you do xeceive financisl aid you do
Bot have to pay back the govarnrent,
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= Eacabliahed in order o aenior stefdepts In

®
- { ng lox ir oducations, the stubent lean pregran
sliovs you to borrov money fres & bank, at o lev Intsrest
Eate  that does not have to e p16 back unsid after you

grafuste, In fact In moBt caRes thele i3 @0 intersst
ehsrge - o the lean wntll) sfter gw stsduate et atep
&t ing school.  The tepayaent petied wavsily depenis en
the adount of the 1o0an, DUt can vary »{ to 13 yesrs. Yoo
4re alloved to take out more than one student 1esn, though
there eoxe limits as 0 hov much ’xon cen borrew sach yest.
aoney you recesive can be used for tuition, books and
any ether school to!;tﬂl i:mn;.‘ 1'0‘9 lu‘a get  more
ARIDERALAGR On Student leans in Ao Pimancie) Ald Offics or
fren youx seighborhoed m!

» ‘e L ?

Co = Scholavships are_finspcis) switds that ore

o

RE

pIoY By golleges, the governpent, private founsations,
coxparations, nnlmu? intexest :uw and | othas
srganinstions. Esch ﬂ'ﬂ; establiiahes the asvard to
neoa:n the sutstending pexlormance of a stedent, fSene
ot axeas in vhich scholarahips are awaréded inclede
" acadenin’ formance, athletics, esssy yriting, wumaie,
Smnce performance, and coRnmunity service. In oréer to
ml! x0T @ n»iu»l romn selmit the apprepriste
application, and wmaterials to the roup SpoBROring the
Avard. The' group then chosses the Best candiate(s) teo
Toteive the scholership. lchohnhlsi 40 not have to bde
paid back., Nost cellepe bullistins 1ist the achelsrships
that sre aveiladle threvgh their schools. There ave 2ls0
rsfoxence Dooks ip the idzary and ¢t Carssr Dasoirce
Cemter which provide informstion on scholarehips. *

'teTine Wh Ay = There ate wany

i ° ding achoe f“ otime while werking., Tor
* S JOU may want to begin workisvp in yeur field and
coatinve your sdusation, or persom) responsidilities and
SIPIESS WY vYeguizs you 0 earn 3 fellatime i1ncome.
Whstever the zessons, working wvhile sttending school is an
excellent way of sarning money to cover YOUr PEISOBI]
expenaes and pay for school. NMany people fesl they prefer
working while sttending school because it helps then ap 1y
what they are learaing in the clasarecn which makes ir
wdscatiocns’ xicher.,

THe Job you Hold while stiending school dees mot bave to be
in, E Tacesr fielé. Nany people prefer workiag *bs
Mave waried hours so that ean attsnd achosl

© i,
during the @ay. Tor exsmple, workisg the sight shift at
h_n,s eJ $e Yot a it '

Paxct rvice or as 2 wipiter er wafitresr o2

wsekenin,

Workimy #hile attending school can Bawe other benefits svch
ss Toition » Ald Benefit Progranms,
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8, Jultion = MAd Barels Fyopams = Palsy one of e fenefite
thal iy cogriion ond organlsatlons oifel thelf empiayess je
Wwition aid, Sowlinm @alied LAILIER Felihalaomi , Tudlion
313 i3 ) eiplayas bonpefit Wheie 3 eNploysl Agioss 19 pPay the
LLion for employest Wishifg 19 atend achinl. Thas 18 fon 3
loan shich mast b repmid,. I 38 3 form of fiRsncia) sssis-
1anoe 1hat smplopers provide 19 Uwlr emplopess. Thewdh tai-
tian-aid bapefit prowems 3o wot have fanily lncow Foires
Ments that mast Do met a8 IR the aase of goverament firancial
ald projfamg, there usaally afe some prefapisites for Foadejy=
ing the bwefit, Por esamle

1. ol .;:,2” n;v &;lv b !ﬂﬂé&‘h ;:9 muntit:n
. Pl s haw sone compiniss ¥
:3 for p;tzstm; vBTReIN) ! é *

2. You may be eligible for aid enly after ¥su
have been employed By the conpany fer a
;::::in anm3ant of time, wusually € modths (o o

3. Ad way only be provided for job relaved
COvEsRs, wndergraduste couress O gQradvate
COuUrses, or credit beating covraes)

4. Thete way be & nininun grede requitement that
YoUu musy weceive in a course bDefore the
snployer will pay the taition,

5. Some enployers will only pay for pers of 1he
toltiong

€. Thete way be s coutse of credit limit per
senester that the enployer will pay for;

7. Some a:glwcn pay tuition before the course
begins ile others will pay for it afier you
conplete the course; and

8. Often employers also pay for reglatration
fees, 1ad fees, and dook cgtu.

Tuitionesid benefit progyrams are an escellent wiy to pay for
eol:ze sxpenses. I iding what Jod you might 2ake while
attending school, it is an importsat benefit to loox for. There
are celezence Docks such a8 »° ‘ jon. g1

he Kew York 3 (viiston ege ©
« . iege 16, pudlished Py The Coliege Entrance
Exsnination Board, Bew York, 3982) which iist mny of the
eorpinies which offer tuition-aid denefit piograns asnd the
Pretequisites for receiviny the bessfit. Referesce vooks such as
this one can de found in the libzaty and In the Career Pasource
Centsr. You can also contact the persoane) depacrinent of »
conpany to iaguice Iif they offer tuition aid,

All of the adove methods ate availadle to you to belp n‘ for
Iour oducation, As you can see costs neel POt be 3 major factor
18 _preveating you frem munl:z mx ofucation. Chooss say or
811 of tha above metheds whi t adéress yosr pacticeler

o
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OBSTACLES OF LIFE

The above section provided information on dealing with many of
the personal expenses you will encounter in the future. Per-
sonal expenses are only one of the obstacles you will face in
pursuing your career and life goals. Rather than perceiving
cbstacles in your life as problems, it is useful to see them
as puzzles to be solved. Don‘t be afraid to use your creati-

vity in approaching life's questions. A creative mind can al-
ways find an answer.
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LOOKIRG AHEAD

The seminar is now coming to an end. You have spent a grest deal
of time learning how to zesearch and gathering information on
your career field. Needless to say, it's been a 10t of work.
For many of you, the work has not yet ended. You're probably
putting the ¢inishing touches on your Puture Resume and
completing your Research Sheets right now!

A_MOMERT OF REFLECTION

Though the seminar is ending, in many vays, the work is Jjust
beginning. Planning a 1life is a process that never ends. The
seminar was an attempt to teach you a method to belp you make
future plens. The Future Resume and the Research Sheets required
you to take & closer look at how you make career plans. The
reasons why you choose to do something are as important as what
you choose to do.

The information you gathered for your term project sllowed you to
msp out a possible path to achieve your ten year career goal. as
vas mentioned in earlier chapters there asre many paths to any
career goal. Your project has created only one. Will you follow
it? Some of you might, while others may go in a conpletely
different direction. But no matter which way you go, the process
for planning your path never changes. Decisions and plans that
will affect your whole life are too important to Just be made
"off the top of your head.”™ You should alwavs use relisble
information which you have gathered and studied.

Plans will often change, sometimes because you'll change them and
other times because someone or something else will. Change is a
part of life. Don't be frightened by it. Instead pick yourself
Lp and £ind out why the changes occwred. How do they affect your
life? What can you do about t» -~ Life requizes that you
question it. Do not just blin’ s sccept things or act without
knowing. Use the knowledge you .wave and gather the information
you need to plan your steps.

THE NEXT STEP

Gathering informatior to make plans is only part of the game.
Plans alone will not , -~ you anywhare. The steps you take based
on the information yo: ather will determine your successes.

What steps can you now take based on the information you gathered
for your term project? Weil, first of all you may feel that you
need more information about a particular ares.-: By all means, go
out and find it! Just because you've finished (or about to
finish) your term project éous not mean you know everything there
is to know about your futur:,

’
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45 Secondly, begin writing to_the college you've research to get
applications and information. Getting intor--tion,tb:ough_ the
mail takes time. Don't wait until the last minute. LaGuardia
often sponsors programs in the Hain Lobby where colléeges come to
share information about their progranms, Ask one of your
counselors when the next one is being held.

Next, take a careful look at the information you've gathered.

Does it tell you anything about what courses might be helpful
- for you to take? Are .there any skills you shonld start
developing? If there are, spaak to your advisor end coordimator
sbout them. Discuss vhy yon feel tasy would be helpful to your
Career. They may be able to give You more suggestions.

Your resesrch may have also given you some $dess on whast
internships might be helpful for you to take next. The job path
you planned for your term project has to start somevhere. Why
not with your internships! ‘

Yor many of you, the informstion you‘ve gathered will help you
continue in your already decided field. For others, you may have

- investigated only one of the fields in which you are interested.
Try using the szme process to research the other fields you are
considering.

‘But what {f the information you found has now discouraged you
from pursuing a career in a particular field. Before you change
your plans, take a careful look at your research. See if there
are areas which you should investigate s bit more. Ask yourself,
why are you discouraged? 1s it because the path you have found
seems too difficult or too long? 1Is the work you would be doing
different then what you expected it would be? Are you basing
your feelings on what one of your interviewees said t0 you?
Don’t be quick to change your plans. Consider the reasons why
you feel discouraged. Often the only way to zeally know what to
6o next is to do a little more research, You might also try
speaking with your coop coordinator. Also, try discussing your
feelings with other students. People change plans all the time.
The important thing is not to be so discouraged that you 3Just
give up. In order to grow you have to be able to deal with
change. Reslizing now, that a field may not be right for you
means that you still have the future to change {¢.
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